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I:  THE  CYCLE: 

1.  IF  AN  EMPLOYEE  IS  TRANSFERRED  OR  PROMOTED  DURING  THE  EVALUATION 
YEAR,  WHICH  STAGES  OF  THE  EVALUATION  SHOULD  BE  COMPLETED  BY  EACH 
SUPERVISOR? 

Any  time  an  employee  changes  his/her  job  title  or  changes 
supervisor  by  being  assigned  to  a  new  work  site,  EPRS  must  be 
updated.  . 

If  the  employee  changes  positions  within  the  first  quarter  of  the 
fiscal  year  (between  July  1  and  September  30) ,  the  first 
supervisor  will  have  completed  Stage  A  only.  The  second 
supervisor  will  start  a  new  Stage  A  and  then  conduct  Stages  B  and 
C  by  the  end  of  the  fiscal  year. 

If  the  employee  changes  positions  during  the  second  or  third 
quarters  of  the  fiscal  year  (between  October  1  and  March  31) ,  the 
first  supervisor  will  have  completed  Stages  A  and  B.  The  second 
supervisor  will  start  a  new  s::age  A  and  then  conduct  Stages  B  «  C 
by  the  end  of  the  fiscal  year. 

If  the  employee  changes  positions  during  the  last  quarter  of  the 
fiscal  year  (between  April  1  and  June  30) ,  the  first  supervisor 
will  complete  an  entire  cycle  of  Stages  A,  B  and  C.  Since  the 
employee  will  have  less  than  three  months  and  one  day  at  the  new 
position,  the  second  supervisor  will  begin  a  new  Stage  A  within 
ten  days  of  hire  and  the  cycle  will  be  completed  during  the  next 
fiscal  year. 

NOTE:  The  final  evaluation  must  represent  the  entire  year's 
work.  If  an  employee  has  held  more  than  one  position,  copies  of 
each  EPRS  form  must  be  sent  to  the  reviewer  so  that  he/she  can 
make  an  objective  final  rating. 

2.  SHOULD  A  SUPERVISOR  CONDUCT  ANY  STAGE  OF  EPRS  WHILE  AN  EMPLOYEE  IS 
OUT  ON  A  MATERNITY,  MEDICAL  LEAVE,  OR  INDUSTRIAL  ACCIDENT? 

No.  All  stages  of  EFRS  require  a  participatory  meeting  between 
the  supervisor  and  the  employee.  If  an  extended  leave  is 
anticipated,  such  as  a  maternity  leave,  the  next  appropriate  stage 
of  the  cycle  should  be  conducted  before  the  employee  leaves. 

If  the  leave  is  unanticipated,  such  as  a  medical  or  industrial 
accident  leave,  the  supervisor  should  wait  until  the  employee 
returns  before  contir.uinq  with  EPRS.  If  a  bonus  is  earned,  it  will 
bo  awarded  when  tlv  evaluation  is  completed. 


3.    IF  A  STAGE  B  PROGRESS  REVIEW  RATING  IS  GIVEN  BEFORE  AN  EMPLOYEE'S 
PROBATIONARY  PERIOD  ENDS,  CAN  A  SECOND  ADVISORY  RATING  BE  DONE  PRIOR  TO 
THE  END  OF  PROBATION? 

Yes.  A  Progess  Review  rating  should  be  given  to  caiplete  a 
probationary  period  so  that  it  can  be  used  to  make  a  personnel 
decision.  In  this  case  there  may  be  more  than  one  advisory 
rating. 
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4.  IF  AN  EMPLOYEE  WHO  IS  ELIGIBLE  FOR  A  BONUS  MAKES  A  LATERAL 
TRANSFER,  WILL  THE  EMPLOYEE  REMAIN  ELIGIBLE  AND,  IF  SO,  WHICH  AGENCY 
WILL  BE  AWARDING  THE  BONUS? 

An  employee  is  eligible  for  a  bonus  based  on  being  at  the  top  step 
of  his/her  grade  for  the  entire  evaluation  year  and  having  5  years 
(7  for  Unit  9)  of  state  service.  If  an  employee  transfers  and 
continues  to  fulfill  these  eligibility  requirements,  a  bonus  may 
be  awarded  for  performance  as  documented  in  Stage  C.  The  bonus 
would  be  paid  through  the  agency  where  he/she  is  employed  on  June 
30,  regardless  of  when  the  transfer  occurs. 

5.  IF  AN  EMPLOYEE  IS  OFF  THE  PAYROLL  FOR  ANY  REASON  DURING  THE 
FvTiLUATION  YEAR,  DOES  HE/SHE  LOSE  BONUS  ELIGIBILITY? 

The  minimum  length  of  time  for  an  EPRS  cycle  is  3  months  and  1 
day.  Therefore,  if  an  employee  is  on  the  payroll  for  this  period 
of  time,  he/she  may  be  eligible  for  a  bonus. 

6.  IF  AN  EMPLOYEE  IS  OUT  ON  LEAVE  AND  IS  OTHERWISE  ELIGIBLE  FOR  A 
BONUS,  IS  THE  BONUS  PRORATED  FOR  THE  PERIOD  THE  EMPLOYEE  WORKED? 

No,  the  employee  would  be  eligible  for  the  full  bonus  in  this 
fiscal  year.  As  long  as  the  employee  fulfills  the  minimum 
evaluation  period  of  3  months  plus  1  day  and  meets  all  of  the 
eligibility  requirements,  the  entire  bonus  may  be  awarded.  Only 
seasonal  and  part-time  employees  who  are  eligible  for  a  bonus 
receive  a  pro- rated  bonus. 

7.  ARE  RETIREES  WHO  RETURN  TO  STATE  SERVICE  ELIGIBLE  FOR  BONUSES? 

Retirees  who  return  to  state  service  may  be  eligible  for  a  bonus 
if  they  hold  a  permanent  part-time  or  seasonal  appointment  in  an 
01  or  02  position.  In  that  case,  the  retiree  must  be  evaluated 
and  would  be  eligible  for  a  pro-rated  bonus  if  he/she  meets  the 
eligibility  requirements. 


8.  ARE  ISTs    (INSTITUTIONAL  SCHOOL  TEACHERS)    ELIGIBLE  FOR  A  BONUS? 

ISTs  are  on  a  special  pay  scale  which  has  ten  steps.  Therefore, 
they  need  to  be  at  Step  10  and  have  10  years  of  state  service  to  be 
eligible  for  a  bonus. 

9.  IF  AN  EMPLOYEE  WITH  FIVE  YEARS  OF  STATE  SERVICE  TAKES  A  PROMOTION 
OR  TRANSFERS  OUT  OF  A  POSITION  IN  WHICH  HE/SHE  WAS  AT  STEP  5  AND  THEN 
RETURNS  TO  THAT  OLD  POSITION,  IS  HE/SHE  BONUS  ELIGIBLE? 

According  to  the  collective  bargaining  agreements,  if  the  enployee 
returns  to  his/her  old  position  before  the  end  of  the  probationary 
period  (for  the  new  position) ,  he/she  regains  all  rights.  This 
would  include  bonus  eligibility. 

10.  IF  AN  EMPLOYEE  TRANSFERS  FROM  A  MANAGERIAL  POSITION  OR  A  POSITION 
IN  A  BARGAINING  UNIT  WHICH  DOES  NOT  HAVE  EPRS  BONUSES  INTO  A  BARGAINING 
UNIT  WHICH  DOES  HAVE  BONUSES,  IS  HE/SHE  ELIGIBLE? 

If  the  enployee  has  been  at  maximum  step  of  his/her  grade  for  the 
entire  evaluation  year,  has  the  appropriate  years  of  state 
service,  and  is  in  the  new  position  for  at  least  three  months  and 
one  day  of  the  evaluation  year,  then  yes. 

11.  WHAT  IS  THE  POLICY  ON  03  CONVERSIONS  AS  IT  RELATES  TO  BONUS 
ELIGIBILITY? 

According  to  memoranda  of  understanding  and  other  contractual 
agreements  between  the  Office  of  Employee  Relations  and  various 
unions,  when  a  position  is  converted  from  an  03  to  an  01  or  02 
position,  the  employee  is  granted  certain  specific  benefits  based 

upon  the  number  of  years  worked. 

Under  these  provisions,  crediting  of  any  other  benefits  is 
expressly  excluded.  Therefore,  the  number  of  years  worked  in  an 
03'  position  is  not  converted  to  years  of  service  with  the  State. 
The  employee  is  treated  as  if  recruited  into  the  step  awarded. 
State  service  begins  as  of  the  date  that  a  person  is  hired  or  that 
his/her  position  is  converted  to  an  01  or  02  position. 


III.   EVALUATION  PROCEDURES: 


12.   IF  THE  IMMEDIATE  SUPERVISOR  IS  NOT  AVAILABLE  TO  COMPLETE  ANY  STAGE 
OF  EFRS,  WHO  SHOULD  BE  ASSIGNED  TO  CONDUCT  THE  EMPLOYEE'S  EVALUATION? 

The  agency  may  assign  the  most  appropriate  person  to  complete  the 
evaluation.  However,  there  must  be  three  people  involved  in  the 
process — the  employee,  a  supervisor  and  a  reviewer.  If  an  interim 
supervisor  is  designated,  he/she  should  be  someone  who  can 
directly  observe  and  evaluate  the  employee's  performance. 


1).   CAN  THE  REVIEWER  PARTICIPATE  IN  THE   STACK  B  ITOCRTSS  REVIEW 
MLETING  WITH  TIE  SUPERVISOR  AND  THE  EMPLOYEE? 

No.  The  Stage  B  meeting  should  be  conducted  as  part  of  normal 
supervision  between  the  supervisor  and  employee. 

14.  CAN  THE  REVIEWER  CHANGE  THE  SUPERVISOR'S  STAGE  B  PROGRESS  REVIEW 

RATING? 

No.  If  the  reviewer  disagrees  with  the  supervisor's  ratings, 
he/she  should  write  and  attach  comments  to  the  EPRS  form.  But  two 
points  must  be  remembered — the  reviewer  and  the  supervisor  should 
discuss  the  ratings  BEFORE  the  meeting  with  the  employee,  and  the 
reviewer  WILL  make  the  final  Stage  C  rating  decision. 

15.  CAN  THE  REVIEWER  AND  THE  SUPERVISOR  BE  IN  THE  SAME  JOB  GRADE? 

No.  For  «t^ie  purposes  of  EPRS  the  reviewer  must  be  someone  who  has 
higher  authority  to  make  the  final  Stage  C  ratings.  In  addition, 
the  reviewer  should  be  someone  with  a  broader  view  of  the  work 
unit  so  that  he/she  can  make  judgments  about  equity  and 
objectivity  in  the  evaluation  process. 

16.  SHOULD  AN  EMPLOYEE'S  FORM  20  BE  ATTACHED  TO  THE  EPRS  FORM? 

It  should  be  attached  if  it  is  referenced  on  the  EPRS  form. 
Otherwise,  it  is  important  that  the  employee  have  an  opportunity 
to  review  their  Form  30  and  receive  a  copy  before  the  evaluation 
cycle  begins.  The  original  may  be  filed  in  the  agency's  Fersonnel 
Office. 

17 .  WHAT  SHOULD  HAPPEN  TO  THE  EPRS  FORM  WHEN  AN  EMPLOYEE  IS 
TRANSFERRED  OR  PROMOTED? 

The  new  supervisor  or  personnel  office  should  request  the  original 
EPRS  form  from  the  former  agency.  In  this  way,  a  complete  record 
of  performance  is  maintained  by  the  agency  in  which  the  employee 
is  currently  employed. 

13.  if  an  employee  has  a  position  which  is  equally  divided  between 
several  locations  and  several  supervisors,  how  should  efrs  be 
conducted? 

The  head  of  the  organizational  unit  would  be  responsible  for 
assigning  one  supervisor  and  one  reviewer  to  conduct  the 
evaluation  with  input  from,  each  of  the  employee's  direct 
supervisors. 

19.   WHEN  AN  EMPLOYEE  APPLIES  FOR  A  PROMOTION  OR  TRANSFER,  CAN  THE 
HIRING  SUPERVISOR  OBTAIN  A  COPY  OF  ANY  EPRS  POCUMENT? 

The  hiring  supervisor  may  obtain  a  copy  of  the  most  recent  firol 
evaluation,  but  may  not  obtain  a  copy  ot  an  evaluation  in 
progress*. 


: 


20.  IF  ANY  PAHT  OF  THE  EPKS  PROCESS  IS  NOT  CONDUCTED  IN  THE  PROPER 
SEQUENCE,  DOES  THAT  INVALIDATE  THE  EVALUATION? 

Supervisors  are  required  to  conduct  the  EPRS  evaluation  properly. 
If  any  stage  of  the  evaluation  is  completed  improperly,  the 
supervisor  is  required  to  redo  the  evaluation  correctly. 

21.  HOW  SHOULD  TARDINESS  BE  APPLIED  TO  THE  EPRS  EVALUATION? 

Tardiness  should  be  considered  a  factor  in  the  evaluation  when 
lateness  affects  the  employee's  ability  to  perform  the  job. 
Tardiness  should  be  calculated  on  the  form  when  the  employee  is 
docked  for  the  time. 


